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Accommodations, Prohibited
Account Balances, Class
Account Classification
Account Codes

Account, Petty Cash
Accountability

Accounting:
General Principles
Methods and Procedures
Recording Transactions and Documentation
Records:
Defined
Required:
Cash Disbursements Journal
Cash Receipts Journal
General Journa
Genera Ledger
Retention of Records
School Food Authority Fund, Separate Accounting
Records Required
System
Uniformity of Procedures and Forms
Accounting and Reporting
Accounting for:
Athletics
Cash Transfers
Cooperative Activities
ESP School Program (ESP)
Interest Earned
Property
Purchases
Refunds
Reimbursements (From One Account to Another)
Rental Fees
Returned Check Fees
School Food Authority Fund
Student Deposits and Fines Collected for the Board of
Education
Teachers Materials and Supplies Funds
Travel
Waived Student Fees
Accounts Payable

Accounts:
Bank and Investment
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Cash on Hand
Chart of
Club and Class
Genera Fund
General Fund, Classification
Payable
Petty Cash and Change
Restricted Fund
Restricted Fund, Classification
School Food Authority Fund
Unexpended Account Balances
Activity Fees
Activity Funds, Property of the Respective Schools
Activities:
Cooperative
Fundraising and Resale
Non-Cooperative
Administration of Internal School Funds
Admissions (Entertainment, Etc.):
Collection Logs
Collections of Money by Teachers/Others
Forms, Example:
Collection Logs
Count of Collections
Ticket Reconciliation
Generd
Signed Recorded Count of Collections
Ticket Reconciliations

Written Policy
Advances, Travel
Allocations, Restricted
Annual Audit Reports:
Audit Findings and Recommendations and Other Comments
Audit Requirements, Standards and Approval
Contract to Audit Accounts
Duties and Responsibilities:
Comptroller of the Treasury
Director of Schools
Local Board of Education
Financial Statements and Accompanying Schedules —
Other Comprehensive Basis of Accounting (Activity Funds)
Illustrative Financial Statements and Schedules — Genera
and Restricted Activity Funds:
Combined Statements
Individual Statements
Notesto Financial Statements
Schedules
Ilustrative Financial Statements and Schedules —
School Food Authority Funds:
Combined Statements

5/7,5/9
9/1-12

5/24, 9/9-10
4/1, 9/2-8
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Notesto Financia Statements
Schedules
Annual Audit of Schools
Annuals:
Forms, Example:
Advertising Sales for Y earbook Profit Analysis Report  A/8-10
Y earbook Profit Analysis Report
Y earbooks (Annuals)
Applicable Laws and Exhibits
Assets:
Balance Sheet

Genera Ledger
Safekeeping

Athletics:
Accounting:
Alternative 1
Alternative 2
Admissions
Change for Events
Collection Logs
Collections of Money by Teachers/Others
Contracted Services (TSSAA Events)
Deficit Account Balances
Forms, Example:
Collection Logs
Count of Collections
Ticket Reconciliation
Generd
Salary Supplements
Sanctioned Programg/Events
Signed Recorded Count of Collections
Sponsor
Ticket Reconciliations

Written Policy
Audit Requirements:
Audit Standards and Approval
Auditors
Contract to Audit Accounts
Duties and Responsibilities
Law, Annual Audits of Schools (Text, TCA 49-2-112)
Maintaining a Record of Board and/or Principal
Authorizations and Written Policies and Agreements
Purpose and Frequency of Audits
Retain Original Source Documents for Audit Purposes
Authorizations:
Banquets and Special Functions
Collections

8/6-8
8/9-11
2/1-2, 3/1-2, 3/5

A11-12
4/27, 5/4, 5/8
Al1-27

717, 7/10, 7/13, 7/15,
7/17, 8/4, 9/1-2, 9/11
714

1/3, 1/6, 3/3, 4/4, 4/11
4/13, 4/17, 711, Al2
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522
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Expenditures

Fundraisers

Grant Applications

Maintaining a Record of Board and/or Principal
Petty Cash Account

Resale Activities Not Intended to Generate a Profit

Bake Sdes
Balance Sheet:

Account Codes
Chart of Accounts:
General and Restricted Funds
School Food Authority Funds
Illustrative Financial Statements:
General and Restricted Activity Funds:
Combined - All Schools
Individual School:
Elementary School
High School
Middle School
School Food Authority Funds:
Combined - All Schools

Balances:

Athletic Account
Club and Class Accounts
General Fund, Deficit Prohibited
Restricted Account, Deficit Prohibited
Trid
Unexpended:
Graduating Class
Inactive Activity Group
Travel Advances

Bank Accounts:;

Authorized Signature Cards

Combined Checking, General and Restricted Funds
Federally Insured Accounts, Use of

Interest Bearing

Limit

Tennessee Bank Collateral Pool

Bank Reconciliations:

Emphasized Internal Control Feature
Frequency

Generd

Procedures

Bank Statements, Imaged
Banking
Banquets and Special Functions:

Accountability
Authorization

5/11-12, 5/16
3/2, 4/25-28, 5/1
4/32

5/1

5/1, 5/17
4/25-26

4/25, 5/6
91

9/2
9/11

717

7117
7/13
7/15

8/4

4/3

5/24

4/1
4/2,5/23
7/5

5/24
524
5/19

6/3
6/1
6/1
4/30-31, 6/1, 8/1
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6/6

6/5
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4/22, 6/5
6/1-6
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Documentation
Disposition of Profit
Reimbursement of All Costs
USDA Commodities
BEP Money
Bidding:
Bid Process and Required Documented Quotes
Purchasing
Bonding:
Amount Required
Employee
Required
Responsibility
Type
Book Sales
Books:
Charge for Loss
Damage Collection for Loca Board
Bookkeeper, Recommended Not to Collect Money and Write Receipts
Bookkeeper, Recording of Collections by
Bookkeeping, Double-entry
Bookstores
Borrowing and Lending Prohibited
Breakage Charge
Budgets, School Activity
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Candy Sales
Carnivals
Car Washes
Cash:

Advances

Daily Report

Loss of

Petty

Safekeeping of

Tickets

Transfers
Cashier, Collection of Money by
Cash-on-hand
Cash Disbursements Journal
Cash Receipts Journal
Centralized School Food Authority Fund
Change Accounts, School Food Authority Fund
Change Accounts Not to be Used to Balance Overages/Shortages
Change for Events
Charges (School Food Authority Fund)
Chart of Accounts:

Account Codes

8/1-2
8/2

8/2
8/1-2
4/2, 4/32

5/15-16
5/15-16

4/16
4/16
4/16
3/1

4/16
4/25

4/33

4/33

5/2
5/9-10
5/1, 7/5
4/25, 5/2
4/34, 5/23
4/33

4/35

4/25, 4127
4/23, 4/25
4/25, 5/6

5/19
5/8-10
4/16-17
5/17-18
4/17, 5/2-3
5/17
5/23-24, 7/3
5/2, 5/7-9
5/7,5/9
5/14, 7/3
5/9, 7/3
8/2

8/1

8/1
5/7,5/9
8/3

9/1



General Fund:

Balance Sheet Accounts 9/2

Expenditure Classification (by Function, Subfunction

and Object) 9/5-7

Explanation of Expenditure by Function 9/7-8

Revenue Classification by Subsource 9/3-4
Restricted Fund:

Balance Sheet Accounts 9/2

Revenue/Expenditure Accounts 9/9-10
School Food Authority Fund:

Balance Sheet Accounts 9/11

Expenditure Accounts 9/12

Revenue Accounts 9/11-12

Checks:

Accepted, Only for Exact Amount 4/34
Adequate Supporting Documentation 5/14, 6/3
Advance Signing Prohibited 6/3
Authorized Signatures 6/3
“Bad” Checks:

Made Good 6/4

Never Made Good 6/4
Canceled Checks 5/1, 6/4-5
Duplicate 6/3
Filing 5/14
Generd 6/3
Listed on Deposit Sip 5/9, 6/2
Manual Check-writing System 6/3
Numbers, Sequential and Accounted for 6/3
Outstanding Checks 6/4, 6/6

Personal Checks Taken for Payment of Goods, Services
and Other School Charges:

Accepted for Exact Amount of Checks Only 4/34
Cashed for Change or Accommodation Prohibited 4/34
Prenumbered, Required 6/3
Refunds by 5/20
Restrictive Endorsement 5/8
Signatures (Two Required) 6/3
Transfers of Cash from One Account to Another 7/3
Voided Checks 6/3
Written Off 6/4
Written to Cash, Prohibited 6/3
Writing of 6/3
Class Accounts:
Balances 5/24
Restricted Fund Accounts 5/11, 5/24, 9/9
Substitute Teachers 5/21
Transfers 5/14, 5/23, A/26
Unexpended Graduating Class Balances 5/24
Class Reunions 5124



Classification:
Account
Chart of Accounts
Expanded Levels
General Fund
Restricted Fund
Closing Entries
Club Accounts:
Balances
Restricted Fund Accounts
Substitute Teachers
Transfers
Club Dues
Codes, Account
Collection Documentation, Filed
Collections - Revenues/Receipts:
Definitions:
Bookkeeper
Cashier
Day/Daily
Teachers/Others
General/Accountability for Collections
Forms, Example:
Advertising Sales for Y earbook Profit Analysis Report
Count of Collections
Daily Collection Report
Donation/Allocation Summary Report
Fundraiser Profit Analysis Report
Fundraiser Summary Report
Prenumbered Receipts
Proposed Fundraising Activities
Teacher Collection Log
Ticket Reconciliation
Vending Profit Analysis Report
Y earbook Profit Analysis Report
Collections, Bookkeeper’s Recording of
Collectionsfor Local Board
Collections of Money by Cashier:
Other Procedures by Cashier
Receipt Procedures

Collections of Money by Teachers/Others:
Genera (Accountability)/Records
Records:
Collection Logs
Prenumbered Receipts
Recorded Counts Signed by Two Individuals
Ticket Reconciliations
Collections, Operating Procedures
Combined Checking Account, General and Restricted Funds
Commissioner of Finance and Administration

712

9/1-12
712,912, 9/11
712

712

7/3

5/24

5/11, 5/24, 9/9-10
5/21

5/14, 5/23, A/26
4/25, 5/4, 5/11

9/1

4/21-22, 5/1, 5/9-10

5/2
5/2
5/2
5/2
5/2-3

A/8-10
A/23
Al24
A/18-19
A/5-7
A/16-17
A/20
Al4
A/21
Al22
A/13-15
Al11-12
5/9-10
4/33

5/8-9
5/7-8

5/3

5/4-5,5-7, A/21
5/4,5-7, Al20

5/6-7, A/23

5/5-7, Al22

5/2-10

6/1

i1, 1/1, 1/4, 3/5-6, A/2



Compliance with Provisions of the Manua
Components, Accounting System
Comptroller of the Treasury

Concessions
Construction, Approval of Local Board
Construction of Buildings or Installation of Permanent Fixtures,
Approval of Loca Board
Construction and Purchase of Land/Buildings, Use of Schaool
Food Authority Fund Money Prohibited
Contract to Audit Accounts
Contracted Services
Contributions
Control:
Accountability
Division of Responsibility
Internal:
Bank Reconciliations, Emphasized Feature
Fixed Asset Cycle
Fundraising/Resale Activities, Emphasized Features
Inventory Cycle
Minimum Procedures That Meet Objectives
Minimum Recommended Internal Controls
Objectives of Interna Control
Payroll Cycle (Noncentralized School Food Authority
Funds Only)
Petty Cash, Emphasized Procedures
Potential Errors Due to the Lack of Internal Control
Property
Purchasing/Disbursement Cycle
Reporting Cycle
Revenue/Collection Cycle
Separation of Duties

Cooperative Activities:
Accounting For Proceeds
Definition
Proceeds
Written Agreement
Corporate Surety/Fidelity Bond
Correction of Errors
Custodian of Records
Current Individual School Policy Manual

-D-

Daily Cash Report
Damaged School Property, Charges for
Deficits:

Genera Fund

Restricted Fund

3/4,5/1

7/1-4

/1, 1/1, 1/4, 2/1-2,
3/2-6, 7/6, A/2-3

4/25, 4/27, 512, 5/6, 8/1
5/16

5/16

8/1

2/12,3/1, 3/5
5/22

4/31

1/5, 2/1, 5/2-3, 8/2
5/2-3

6/6
4/11-12
4/30
4/13-14
14
4/5-15
4/4-14

4/9-11

5/18

4/5-15

4/19-20

4/7-9

4/14-15

4/5-7

4/6-7, 4/9-11, 4/14,
5/2, 5/6, 5/8-9

4/23

4/23

4/23

4/23

4/16

7/3

4/21

312, 3/4-5, 4/22

5/8-10
4/33

4/1
4/2, 5124



Delivery Reports/Receiving Reports
Deposit Slips:

Checks Listed
Duplicate, Required
Receipt Numbers Listed

Deposits:

Collections

Deposit Slips

Extended School Program (ESP)

Frequency

Insured or Collateralized

Intact

Made by Individual Not Involved in Collecting and
Recording Process

Night

Student Deposits and Fines

Director of Schools:

Accountability
Authorizations:
Banquets and Special Functions
Collections
Fundraisers
Maintaining a Record of
Budgets, School Activity
Disposal of Records
Duties and Responsibilities:
Generd
Implementation of All Policies, Rules and Regulations
Genera Principles
Insurance/Reporting L osses
Internal Controls

Monthly Reports

Policies:
Admissions to Events/Use of Tickets, Etc.
Bid Process and Required Documented Quotes
Charge Policy (School Food Authority Fund)
Cooperative and Noncooperative Activities
Current Individual School Policy Manual
Duties and Responsibilities
Fundraising and Resale Activities
Genera Principles
Grants
Maintaining a Record of
Purchasing
Restrictions on General Fund Expenditures
Property Acquisition and Management
Substitute Teachers
Travel

Property Management

Revisions and Waiversto Existing Procedures

4/30, 5/13-15

5/9, 6/2
6/2, 6/5
5/8-9, 6/2

4/17, 5/3, 5/8-10
6/2, 6/5

4/33

4/17, 5/3, 5/5, 6/2
6/1

4/17, 6/2

4/6, 5/9
4/17
4/33

U5

8/1-2

15

3/2, 4/26-28, 5/16
5/1

4/35

4/22

3/2
3/2
1/5-6
4/17
1/4, 4/4-15, 4/19-20,
4/30, 5/2, 5/18, 6/6
715

5/5-6
5/15

8/3
4/23-24
312, 4/22
3/2
4/25-28
1/5-6
4/32

5/1

5/11

4/1, 4/19
4/18
521
5/19
4/19-20
3/1-2, 3/4



Technical Assistance Regarding Requirements of Manual

Discounts, Purchasing
Disposal of Records
Disposition of Invoices
Documents/Documentation:
Accounting Records
Bank Reconciliations
Banquets and Special Functions
Budgets, School Activity
Checks
Clubs and Classes

Collections

Contracted Services

Cooperative and Noncooperative Activities
Copies of Invoices

Current Individual School Policy Manual
Deposits

Disposal of Records

Donations and Other Miscellaneous Revenues/Recel pts

Financial Reports

Fixed Assets and Sensitive Minor Equipment
Forms, Example

Fundraising and Resale Activities

Inventory

Invoices

Maintaining a Record of Board and/or Principal

Authorizations and Written Policies and Agreements
Maintaining Documentation Necessary to Support

Compliance with Provisions of the Manua
Manually Prepared

Petty Cash

Property

Purchasing

Origina Source Documents
Refunds and Travel
Revenues/Receipts
Retention of Records

Salary Supplements

School Food Authority Fund

School Principals, Duties and Responsibilities to Deliver

Substitute Teachers
Supporting

Transfers
Travel

Donated Property

Donations & Other Miscellaneous Revenues/Receipts:
Donation/Allocation Summary Report, Required
Donationg/Gifts
Extended School Program (ESP)

10

10

3/5

5/14

4/22

4/21, 5/1, 5/13-15, 8/2

5/1, 7/3-4
6/5-6

8/1-2

4/35

6/3-4
5/11-12, 5/16, 5/21,
5/23-24
5/2-10
5/22
4/23-24
5/14

3/2, 3/4-5, 4/22
5/9-10, 6/2
4/22
4/31-33
7/5-6
4/18-20
14, Al4-27
4/25-28
4/20
5/13-15

5/1

5/1

1/5

5/17-18

4/18-20

5/11-16

5/1

5/19-20

5/2-10

15, 4/21-22, 5/1, 8/3
5/21

8/1-3

3/3

5/22

3/3, 4/21-22, 5/1,
5/3, 5/12-15
5/23, AI26
5/19-20

4/18-19, 4/31

4/31
4/31, 5/2, 5/24
4/33



Forms, Example:

Donation/Allocation Summary Report
Grants
Interest Earned on Bank and Investments Accounts
Property
Restrictions on Donations and Allocations
Returned Check Fees
Student Deposits and Fines Collected for the Board of

Education

Student Fees/Fee Waiver
Teachers Materials and Supplies Funds (BEP)

Double-entry Bookkeeping

Dues

Duplicate Checks
Duties and Responsihilities:

-E-

Commissioner of Finance and Administration
Comptroller of the Treasury

Directors of Schools

Local Boards of Education

School Principals

Tennessee Department of Education

Employees:

Board of Education
Contracted Services
Internal Revenue Service, Form 1099-M1SC
Officiating TSSAA Athletic Events
Payroll Record, Individual
Payroll Withholdings
Salary Supplements
School Personndl:
Local Board of Education, Duties and Responsibilities
to Provide
State Matching Funds (School Food Authority Fund)
Substitute Teachers

Endorsement, Restrictive
Entertainment:

Admissions:
Collection Logs
Collections of Money by Teachers/Others
Forms, Example:
Count of Collections
Teacher Collection Log
Ticket Reconciliation
Generad
Signed Recorded Count of Collections
Ticket Reconciliations

Written Policy
Cooperative Activities

11

11

A/18-19
4/32,7/6
4/31-32
4/18-20
4/31
4/31

4/33

4/32

412, 4/32

5/1

4/25, 5/4, 5/11
6/3

3/6
3/5
3/2
V4, 3/1
3/3,5/1
14, 3/4

5/21
5/22
5/22
5122
5/22
5/21-22
521

3/1
8/3
5/21
5/8

5/3-10, A/21
5/3-7

A/23

A/21

Al22

5/2-3

5/3, 5/5-6, A/23
1/5, 5/3, 5/5-6, 5/9,
Al22

5/1, 5/5

4/23



Entries:

Closing

Correcting

Memo

Opening

Reimbursement of One Account by Another
Equipment:

Acquisition and Management of

Damaged or Loss of

Internal Control

Local Board of Education, Duties and Responsibilitiesto

Provide
Located at School, Principal Responsible for
Purchases Requiring Local Board Approval
Records
Excess Funds, Invested
Expenditures:
Account Classification
Account Numbers
Appropriateness of, Determining the
Authorizations:
Director of Schools
Local Board
Local Legislative Body
Maintaining a Record of
Principal
Restricted Accounts/Student Organi zations

Budget, School Activity

By Function

By Object

By Pupils and Employees

By Sub-function

Chart of Accounts

Classification by Function

Classification by Function, Sub-Function and Object

Explanation of Functions

General Fund

Restricted Fund

School Food Authority Fund
Extended School Program (ESP)
Extra-curricular Activities, Financing

-E-

Facilities Use:
Banquets and Special Functions
Cooperative Activity
Noncooperative
Policy

Federal Internal Revenue Service

12

12

713
7/3
713
713
5/14

4/18-20
4/16, 4/33
4/11-12

3/1

3/3
5/16
4/19-22
6/1

712
91
5/11-12, 5/15

5/17

5/16

5/16

5/1

5/11-15
5/11-12, 5/16,
5/24, AI26
4/35

712, 9I5-7
712, 9/5-7
5/11-13, 5/17
712, 9I5-7
9/5-10, 9/12
712, 9/5-7
712, 9/5-7
9/7-8

4/1

4/2, 9/9-10
8/1-3, 9/12
4/33

1/5-6

8/1-2

4/23

4/24

3/1, 4/24, 5/1
522
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Fees:.
Admission 4/25, 5/5-6
Student 4/25, 4/32, 517
Fees/Fee Waiver 4/32, 57
Fees and Tuition, Not Required to Pay 4/32, Al2,
Fees Waived, Comprehensive List of 4/32, 517
Field Trips 4/32, 5/3-4
Financial Records:
Disposa 422
Duties and Responsibilities:
Director of Schools 3/2
Local Board of Education 3/1
Principal 3/3
General Principles 15
Internal Controls 1/4, 4/4-15, 4/19-20,
4/30, 5/2, 5/18, 6/6
Purpose and Applicability of the Manual V4
Recording Transactions and Documentation 5/1
Retention 1/5, 4/21-22, 5/1, 8/3

Financial Reporting, General and Restricted Activity Funds:
Financial Statements and Accompanying Schedules (Other
Comprehensive Basis of Accounting) 716

Illustrative Financial Statements and Schedules (Annual

Audit Report):
Combined Statements 7/7-8
Individual Statements 7/13-18
Notesto Financia Statements 7/9-12
Schedules 7/19-22
Periodic Financial Reports:
Cash Receipts and Disbursements Reports 7/5
Other Reports 7/5-6
Trial Baance 7/5

Financial Reporting, School Food Authority Funds:
Ilustrative Financia Statements and Schedules (Annual

Audit Report):
Combined Statements 8/4-5
Notesto Financia Statements 8/6-8
Schedules 8/9-11
Fines 4/25, 4/33
Finesfor Lost or Damaged Property (Textbooks, Library Books, Etc.) 4/25, 4/33
Fire, Loss From 4/16
Food Sales (Cooperative Activities) 4/23
Forms, Example:
Advertising Sales for Y earbook Profit Analysis Report A/8-10
Authorization by Student Organization A/26
Claim for Travel Expenses Al27
Count of Collections A/23
Daily Collection Report Al24
Donation/Allocation Summary Report A/18-19
Fundraiser Profit Analysis Report A/5-7

13
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Fundraiser Summary Report A/16-17
Prenumbered Receipt — Cashier and Prenumbered
Receipt — Teacher/Other A/20
Proposed Fundraising Activities Al4
Purchase Requisition/Authorization Al25
Teacher Collection Log Al21
Ticket Reconciliation A/22
Vending Profit Analysis Report A/13-15
Y earbook Profit Analysis Report A/11-12
Forms - Examples Presented in This Manual Contain Minimum
Required Information 14
Forms - Every Required Form Not Included in Appendix Examples 14
Fraud, Required Notification Regarding Evidence of 3/2,3/3
“Free”, Tennessee Public Schools Referred to as Being 1/5, 5/11
Function 7/2, 9/5-8
Fund:
Definitions:
Generd 4/1
Restricted 4/2
School Food Authority 4/2
Classification:
Generd, 712
Restricted 712
Sponsors 4/1-3
Fundraising and Resale Activities:
Approval, Written 4/26-27, 5/1, 5/16
Collections (Revenues/Receipts) 5/2-10
Concessions 4/25, 427, 512, 5/6
Counter, Use of 4/30
Defined:
Fundraising Activities 4/25
Resale Activities 4/25
Resale Items 4/30
Disposition of Excess Proceeds 4127
Division of Profits with Outside Vendor, Independent
Verification Required 4/27
Emphasized Internal Control Features 4/30
School Food Authority Fund 8/1
Forms, Example:
Advertising Salesfor Y earbook Profit Analysis Report A/8-10
Count of Collections Al23
Fundraiser Profit Analysis Report A/5-7
Fundraiser Summary Report A/16-17
Prenumbered Receipts A/20
Proposed Fundraising Activities Ald
Teacher Collection Log A/21
Vending Profit Analysis Report A/13-15
Y earbook Profit Analysis Report A/11-12
Fundraiser Summary Report 4/28, AI16-17

14



Genera Principles
Inventory
Outside Vendors (School Pictures, Soft Drinks, Etc.)
Profit Analysis Reports Required
Purchasing
Records:
Fundraisers Conducted for Designated Purposes
Fundraiser Not Involving Resale Activities
Resale Activities
Required Authorization:
Fundraising Activities
Resale Activities Not Intended to Generate a Profit
State Sales Tax
Vending Operations
Verification of Incoming Items
Written Agreements
Fund Transfer, Restricted Accounts

Funds (Money):
Safekeeping
Source of
-G-

Gate Receipts, Account Classification
Genera Fund:
Budgets, Student Activity
Chart of Accounts
Classification
Combined Checking Account
Deficits
Defined
Expenditures
Interest Earned
Property Acquisition
Sponsor
Transfersto Eliminate an Account Deficit Prohibited
Unexpended Account Balances
Genera Journal
Genera Ledger
Genera Principles
Gifts/Donations

Graduating Class Balance
Grant Activity Schedule
Grants

-]-

Income Taxes

15

15

1/5-6, 4/25
4/18

4/27, 4/30
4/27-28
5/11-16

4/27
4127
4/27

4/26, 5/1

4/26

4/29, 5/14

4/25, 4127, 4/30, 8/1
5/13-14

4/27, 5/1

5/14, 5/23-24

1/3, 1/6, 3/3, 4/17,
Al2
5/2-3

9/3

4/35
9/2-8

712

6/1

4/1

4/1

4/1

4/31

4/19

4/1

5/23

5/24
5/14,7/3
714

1/5-6
4/31, 5/2,
A/18-19
5/24
4/32, 7/21
4/2, 4132, 7/6

5/22-23



Individual Payroll Record
Insurance:
Amount Necessary
Coverage
Fixed Assets, Detailed List
Provision Of
Reporting L osses
Insurance/Bonding of Employees
Interest Earned on Bank and Investment Accounts
Internal Control:
Bank Reconciliations, Emphasized Feature
Fixed Asset Cycle
Fundraising/Resale Activities, Emphasized Features
Inventory Cycle
Objectives of Internal Control
Minimum Recommended Internal Controls
Minimum Procedures That Meet Internal Control Objectives
Petty Cash, Emphasized Procedures
Payroll Cycle (for Noncentralized School Food Authority
Funds Only)
Potential Errors Due to the Lack of Interna Control
Property
Purchasing/Disbursement Cycle
Reporting Cycle
Revenue/Collection Cycle
Separation of Duties

Internal School Accounting Law (1976) (TCA 49-2-110)

Internal School Accounting Records
Internal School Audit Law (TCA 49-2-112)
Internal School Financial Management Manual
Internal School Funds:
Accountability and General Principles
Authority
General Fund
Responsibility
Restricted Fund
School Food Authority Fund
Internal School Uniform Accounting Policy Manual:
Accountability
Accounting and Reporting
Administration of Internal School Funds
Adoption, Required
Applicable Laws and Exhibits
Approvd
Audit Requirements
Availability to School Personnel
Banking
Chart of Accounts

16

16

5/22

4/16

4/16-17

4/19

4/16

4/17

4/16

4/31, 6/1, 8/1

6/6
4/11
4/30
4/13-14
4/4-15
4/5-15
14
5/18

4/9-11

4/5-15

4/18-20

4/7-9

4/14-15

4/5-7

4/6-7, 4/9-11, 4/14,
5/2, 5/6, 5/8-9

ii/1, 1/1-5, 3/1, 3/4-7,
4/16, 4/32, 7/11,
A/1-2

4/21-22, 5/1

2/1, 3/1, 3/6, A/2-3
ii/1, 1/1

U5
13, A/1-2
4/1
13, A/1-2
4/2
4/2

U5

5/1, 7/1-22

4/1-35

11, V4, 3/1, Al2
A/1-27

V1, 1/4, 3/6-7, A/2
2/1-2

V4,312, 3/3, 3/4
6/1-6

9/1-12



Compliance, School Personnel

Distribution

Duties and Responsihilities

Exemptions

Genera Principles

History

Introduction

Money, Requirement to Provide for Implementation of
the Manual

Maintenance of a Current Edition of the Manual
Operating Procedures

Preface

Purpose and Applicability (Minimum Procedures)
Required Forms and Reports (Minimum Required Information)
Required Training and Training Assistance

Revisions and Waivers

School Food Authority Fund Operating Procedures
Technica Assistance

Inventory:

Definition

Designate Persons Responsible for
Physical Counts, Periodic
Records, Establish and Maintain
Resale Items

Ticket

Investments
Invoices:

)

Journal:

Cancel to Prevent Duplicate Payment
Definition

Disbursements

Disposition of

Documentation

Filing

Paid

Payment of

Petty Cash

Purchasing

Required

Retention of

Signed and Dated to Evidence Receipt/Delivery
Travel/Travel Advances

Use of Copies

Cash Disbursement
Cash Receipts
Generd

17

17

1/4-5, 3/3, 5/1
/4, 3/2, 3/4
3/1-6

14

1/5-6

V1-2

1/1-6

14

312, 3/4, 4122
5/1-24

/1

ii/1, 1/4

Va4, Al4-27
312,34

V4, 3/1, 3/2, 314

8/1-3
3/4-5

4/18
4/20
4/20
4/20
4/27

5/5

4/31, 6/1

5/14, 5/18
5/13
5/13-15, 6/3
4/22

4/21, 5/1, 5/13-15

5/15

5/14-15, 5/18
5/13-15
5/17-18
5/13-15

5/14

4/21-22, 5/1, 8/3

4/30, 5/13-14
5/19
5/14

5/14,7/3
5/9, 7/3
5/14,7/3



Internal School Accounting Law (1959)
Internal School Accounting Law (1976) (TCA 4-2-110)

Internal School Audit Law (TCA 4-2112)
State of Tennessee's “Retailers’ Sales Tax Act” (TCA 67-6-102)
Text, Internal Accounting Law (TCA 4-2-110)
Text, Internal School Audit Law (TCA 4-2-112)
L ease Purchase Agreements
Ledger, General
Lending Prohibited
Liabilities:
Account Payable
Balance Sheet

Genera Ledger
Long-term
L oans Prohibited
Local Board of Education:
Accountability
Accounting for Athletics
Accounting Methods and Procedures
Approval of Charge Policy (School Food Authority Fund)
Approval of Expenditures
Audit Requirements
Authorizations:
Banquets and Special Functions
Collections
Grant Applications
Maintaining a Record of
Petty Cash Account
Collection for Loss or Damage
Contracted Services
Contract to Audit Accounts
Custodian of Records
Donations and Allocations
Duties and Responsibilities:
Fundraising ActivitiesGeneral Principle
Internal School Accounting Law (TCA 49-2-110)
Internal School Audit Law (TCA 49-2-112)
Generd
Restrictions on Expenditures
Review and Approve Audit Reports
To Provide and Make Available Policies
To Provide Individual Schools the Required Personnel,
Supplies, and Equipment
To Provide Money to Implement Proceduresin Manual
Employee Purchases

18

18

V1

ii/1, 1/1-4, 3/1, 3/3-6,
4/16, 4/32, 7/11,
A/1-2

2/1, 3/1,3/5, A/2-3
4/29

A/1-2

A/2-3

5/16, 5/23

714

4/34, 5/23

5/14, 5/16

717, 7/10, 7/13, 7/15,
7/17, 8/4,9/2, 9/11
714

5/16

4/34, 5/23

15, 2/1
4/2-3
5/1

8/3
5/16
2/1-2

8/1-2

2/1

4/32, 7/6
5/1

5/1, 5/17
4/33

5/22
2/2,3/1, 3/5
4/21

4/31

16, 4/25

13, A/1-2
A/2-3

3/1

4/1, 4/19, 5/11
2/1,3/1
15,31

3/1
14
5/16



Extended School Program (ESP)
Genera Principles

Insurance and Bonding of Employees
Internal Controls

Monthly Reports

Policies:
Admissions to Events/Use of Tickets, Etc.
Bid Process and Required Documented Quotes
Charge Policy (School Food Authority Fund)
Cooperative and Noncooperative Activities
Current Individual School Policy Manual
Director of Schools Required to Implement
Duties and Responsibilities
Fundraising and Resale Activities
Genera Principles
Grants
Maintaining a Record of
Property Acquisition and Management
Purchasing
Restrictions on General Fund Expenditures
Sale of Competitive Foods
School Principals Required to Implement and
Comply With
Substitute Teachers
Travel
Use of School Facilities’Equipment by Outside
Organizations

Property Acquisition and Management

Retention and Disposal of Records

Revisions and Waivers to Existing Procedures

Salary Supplements

Staff Development

Student Fees/Fee Waiver

Technica Assistance Regarding Requirements of Manual

Vending Machines — Concessions /School Food Authority Fund

Logs, Callection

Loss:

Fines/Charges for
Of Cash

Of Property
Reporting

Lost or Damaged Items (Text Books, Library Books, Etc.)

-M-

Magazine Sales

Mail, Opening of Daily

Management, School Based Decision Making
Manually Prepared Documents

19

19

4/33

1/5-6

4/16-17

1/4, 4/4-15, 4/19-20,
4/30, 5/2, 5/18, 6/6
715

5/5-6

5/15

8/3

4/23-24, 5/1
4/22

3/2

3/1-4

3/1, 4/25-28,5/1
1/5-6
4/32,7/6

5/1

3/1, 4/18, 5/1
3/1,5/11
4/1, 4/19

3/1

3/4
5/21
5/19

3/1,5/1

4/18-20
4/21-22, 5/1, 8/3
14, 3/1-2, 3/4
5/21

5/11, 5/19

4/32

3/4-5

8/1

5/4-5, 5-7, A/21

4/33

4/16-17
4/16-17, 4/33
4/17

4/33

4/25, 4127
5/8

12
1/5,5/1



Membership Dues
Minimum Requirements:
Accounting System — Information Provided
Example Forms and Reports
Internal Control Procedures
Purpose and Applicability of the Manual’s Procedures
Revenue and Expenditure Classification
Money, Requirement to Provide for Implementation of the Manual

-N-

Night Deposits
Noncentralized School Food Authority Fund
Noncooperative Activity:
Accounting for Rental Fees
Definition
Written Agreement

-O-

Object, Expenditure Classification by
Obligations:
Evidence of
Not Liquidated
Opening Entries
Operating Procedures
Optional Levels, Classification by
Organizations (Parent-Teacher, Booster, Etc.)
Outside Vendors (School Pictures, Soft Drinks, Etc.)

-p-

Paid Invoices

Payroll Records:
Individual
Retention
Salary Supplements

Periodic Inventory
Permanent Fixtures, Expenditure Approval by Loca Board
Personal Benefit
Personal Checks, Cashing Prohibited
Personnel, School:
Local Board of Education, Duties and Responsibilitiesto
Provide
Personal Surety/Fidelity Bond
Petty Cash Account:
Authorization
Custodian
Emphasized Internal Control Procedures
Establishment of Account
Not Allowed/School Food Service Authority Funds

20

20

4/25, 5/4, 5/11

5/1,7/1
V4
4/5
14
712
V4

4/17, 6/2
8/2

4124
4124
4124, 5/1

712, 9/5-7

5/13-14

5/16

7/3

5/1-24, 8/1-3
712, 9/2,9/11-12
1/4-5

4/27, 4129

5/14-15

5/21

4/21-22, 5/1, 8/3
521

4/20, 5/1

5/16

4/34

4/34, 5/18

3/1
4/16

5/1, 5/17
517
5/18
517

8/1



Policy
Purchases/Disbursements
Replenishing Petty Cash and Recording Expenditures
V oucherdg/Invoices
Pictures, School
Plays
Policies:
Admissions to Events/Use of Tickets, Etc.
Bid Process and Required Documented Quotes
Charge Policy (School Food Authority Fund)
Cooperative and Noncooperative Activities
Current Individual School Policy Manual
Director of Schools Required to Implement
Duties and Responsibilities
Fundraising and Resale Activities
Genera Principles
Grants
Local Board of Education to Provide and Make Available
Maintaining a Record of
Property Acquisition and Management
Purchasing
Restrictions on General Fund Expenditures
Sale of Competitive Foods
School Principals Required to Implement and Comply With
Substitute Teachers
Travel
Use of School Facilities’Equipment by Outside Organizations
Policy Manual, Current Individual School
Prenumbered Checks
Prenumbered Purchase Orders
Prenumbered Receipts:
Accountability for All Receipts
Control of Receipt Books
Forms, Example:
Prenumbered Receipts
Receipt Books Should be At Least Three-part
Required Information on Receipts | ssued
Prenumbered Receipt Books
Principals.
Accountability
Admission/Ticket Responsibilities
Approval of Expenditures
Audit Findings and Recommendations
Authorizations:
Collections
Grant Applications
Maintaining a Record of
Resale Activities Not Intended to Generate a Profit
Bank Reconciliations
Budgets, School Activity
Cash Receipts and Disbursements Reports

21

21

5/1

5/17-18

5/17

5/17

4/25, 4127, 5/4, 5/8
5/2

5/5-6

5/15

8/3

3/1, 4/23-24, 5/1
4/22

3/2

3/1-6

3/1, 4/25-28, 5/1
1/5-6
4/32,7/6

3/1

5/1

3/1, 4/18, 5/1
3/1,5/11
4/1, 4/19

3/1

3/3

5/21

5/19

3/1,51

4/22

6/3

5/13

5/4
5/4

A/l20
5/4

5/4

5/1, 5/4

1/5, 5/3
5/5-6
5/11-17
2/11

1/5, 5/3
4/32
5/1
4/26
6/6
4/35
715



Checks, Signatures on
Custodian of Records
Disposition or Transfer Property (TCA 49-6-2007)
Duties and Responsihilities:
Generdl
Implementation of Policies, Rules and Regulations
Internal School Accounting Law (TCA 49-2-110)
Equipment, Responsibility for
Genera Principles
Internal Controls

Insurance Coverage/Reporting Losses
Participation in Preparation, Modification and Interpretation
of Policies
Petty Cash
Policies:
Admissionsto Events/Use of Tickets, Etc.
Bid Process and Required Documented Quotes
Charge Policy (School Food Authority Fund)
Cooperative and Noncooperative Activities
Current Individual School Policy Manual
Duties and Responsibilities
Fundraising and Resale Activities
General Principles
Grants
Maintaining a Record of
Property Acquisition and Management
Purchasing
Restrictions on General Fund Expenditures
Substitute Teachers
Travel
Prenumbered Receipts
Purchasing
Resale Activities Not Intended to Generate a Profit
Retention and Disposal of Records
Revenues/Receipts
Sponsor of Funds/ Activities
Substitute Teachers
Submission of Reports and Other Materials

Property:

Accountability
Acquisition:
General Fund

Restricted Fund

Definition:
Fixed Assets and Sensitive Equipment
Inventory
Designate Responsibility for Specific Items
Disposition or Transfer (TCA 49-6-2007)
Donated
Identification, Marking for

22

22

6/3
3/2,4/21
3/3

3/3

3/3

13, A/1-2

3/3

1/5-6

1/4, 4/4-15, 4/19-20,
4/30, 5/2, 5/18, 6/6
4/17

1/5
5/17-18, 8/1

5/5-6

5/15

8/3
4/23-24, 5/1
4/22

3/3
4/25-28, 5/1
1/5-6

4/32, 7/6
5/1

4/18, 5/1
5/11-12
4/1, 4/19
521

5/19

5/4, 5/7-8
5/11-16, 5/18
4/25
4/21-22, 5/1, 8/3
5/2-10
4/1-3

5/21

3/3

3/3, 4/19-20

4/19
4/19

4/18
4/18
4/20
3/3
4/18-19
4/20



Internal Control

Inventory, Periodic Physical Counts
Limits on General Fund Expenditures
List of

Local Board of Education, Duties and Responsibilitiesto

Provide

Loss of

Lost or Damaged
Management:

Fixed Assets and Sensitive Minor Equipment

Inventory
Official Use Only
Purchased
Records
Records, Retention
Use for Persona Benefit Prohibited

Written Advance Approval for Removal From School Premises

Public Schools, Free
Public Trust
Publications
Purchase Authorization:
Certain Routine and Recurring Expenses
Definition
Determining Appropriateness
Exceptions to Required Use
Filing
Prenumbered
Required Use, Purchases of $100 or More
Retention of
Student Organization Approval
Purchase Order
Purchase Requisition:
Definition

Pertinent Information and Supporting Documentation

Prenumbered

Purchases Less Than $100

Purchases of $100 or More

Purchasing Procedures by Principal or Designee

Purchasing Procedures for Bookkeeper

Purchasing Procedures for Teachers/Others
Purchases Made for Personal Benefit Prohibited
Purchases Not Requiring Prior Written Approval
Purchases, Recording
Purchases, Reimbursable
Purchasing:

Appropriateness

Approvd

Authorization

Bid Process and Required Documented Quotes

Determining Appropriateness of

Discounts

23

23

4/11-14, 4/19-20
4/20
4/19
4/20

3/1
4/16-17
4/33

4/19-20
4/20

4/20
4/18-19
4/19-20
4/21-22, 5/1, 8/3
4/20, 4134
4/20

/5, 5/11
2/1

5/2

5/12
5/12
511
5/12
5/14
5/12
5/12
5/1

5/11-12, 5/16, 5/24

5/13

5/12

512

5/12
5/13, 5/15
5/13, 5/15
5/15
5/13-15
5/12-13
4/34
5/12, 5/15
5/14
5/11-18

5/11, 5/15
5/11-12
5/11-12, 5/15-16
5/12, 5/15-16
5/11-12

514



-R-

Documentation

Expenditures Made by Pupils and Employees
Items/Services Without Formal Invoices
Limitations on Disbursements

Payment Procedures
Personal Benefit
Petty Cash
Policy
Prenumbered Requisition/Authorization Forms, Required Use
Prior Authorization Required:
Director of Schools
Local Board
Local Legislative Body
Principal
Restricted Accounts/Student Organi zations
Privileges (Tax Exempt Status)
Procedures:
Bookkeeper
Principal or Designee
Teachers/Others
Reimbursements from One Account to Another
Restricted Accounts
State Sales Tax on Resdle Items
Supporting Documentation
Tax-exempted Purchases
Unauthorized
Verification of Incoming Items

Receipts:

Collections by:
Cashier
Bookkeeper
Teachers/Others
Definitions
Deposits
Forms, Example
Genera/Accountability
Prenumbered Receipts
Recording of Collections by Bookkeeper

Receipt (Collection) of Funds:

Authorization
Internal Controls
Operating Procedures

Receiving Report/Delivery Receipt
Recording of Collections by Bookkeeper

Recording Receipts:

Collections by Bookkeeper
Collection of Money by Cashier

24

24

5/1, 5/11-17

5/1, 5/11-13, 5/16
5/14

4/1-2, 4/19,
5/11-12, 5/16
5/13-15

4/34

5/17-18

5/11, 5/15
5/12-13

5/16

5/16

5/16

5/11-15
5/11-12, 5/16
4/34

5/13-15

5/15

5/12-13

5/14

5/11-12
4/28-29, 5/14
5/12-15
4/28-29, 5/14
5/16

4/30, 5/13-14

5/7-9

5/9-10

5/3-7

5/2

4/17, 5/9, 6/2
Al4-24

5/2-3

5/4, AI20
5/9-10

15, 5/2-3, A/1-2
/4, 4/4-7, 4/30, 5/2,
5/2-10

4/29, 5/1, 5/13-15
5/9-10

5/1, 5/9-10
5/7-9



Collection of Money by Teachers/Others
Recording Transactions and Documentation:
Daily Recording Required
Forms, Example
Maintenance of Board and/or Principal Authorizations
and Written Policies and Agreements
Manually Prepared
Original Source Documents
Retention of Records

Uniformity of Accounting Procedures and Forms
Records:
Accounting
Custodian of
Disposition
Financia
Inventory
Property
Retention
Redeposit, Checks
Refunds
Refunds Made By Check
Reimbursable Purchases
Reimbursements Between School Accounts
Rental Fees
Replenishing Petty Cash Account
Requisitions, Purchase Authorizations
Resale ltems/Resale Activities:
Approval, Written
Collections (Revenues/Receipts)
Counter, Use of
Defined:
Fundraising Activities
Resale Activities
Resale Items
Disposition of Excess Proceeds
Division of Profits with Outside Vendor, Independent
Verification Required
Emphasized Internal Control Features
Forms, Example:
Advertising Sales for Y earbook Profit Analysis Report
Count of Collections
Fundraiser Profit Analysis Report
Fundraiser Summary Report
Prenumbered Receipts
Proposed Fundraising Activities
Teacher Collection Log
Vending Profit Analysis Report
Y earbook Profit Analysis Report
Fundraiser Summary Report
General Principle

25

25

5/3-7

5/1
A/4-27

5/1

1/5,5/1

5/1

1/5, 4/21-22, 5/1,
8/3

5/1

/4, 5/1, 7/2-4, 8-3
4/21

4/22

1/4, 3/2, 3/3

4/20

4/19-20

15, 4/21-22, 5/1, 8/3
6/4

5/19

5/19

5/11-16

5/14,7/3

4/24

5/17

5/11-15

4/26-27, 5/1, 5/16
5/2-10
4/30

4/25
4/25
4/27-29
4/27

4/27, 4/30
4/28

A/8-10
A/23
A/5-7
A/16-17
A/l20
Al4
A/21
A/13-15
A/11-12
4/27-29
4/25



26

Inventory 4/18, 4/20, 4/30
Outside Vendors (School Pictures, Soft Drinks, Etc.) 4/27, 4/30
Profit Analysis Reports Required 4/27, 4/30
Purchasing 5/11-16
Records:

Fundraisers Conducted for Designated Purposes 4/27-28

Fundraiser Not Involving Resale Activities 4/27

Resale Activities 4127
Required Authorization:

Fundraising Activities 4/26, 5/16

Resale Activities Not Intended to Generate a Profit 4/25-26
School Food Authority Fund 4/2, 8/1-3
State Sales Tax 4/28, 5/14
Vending Operations 4/25, 4/27, 4/30, 8/1
Verification of Incoming Items 4/30, 5/13-14
Written Agreements 4/26-27

Restricted Fund:
Bank Accounts and Investments 6/1
Budget 4/35
Chart of Accounts 9/2, 9/9-10
Classification 712
Club and Class Accounts 5/24, 5/11-12
Deficits 4/2, 5/23
Defined 4/2
Expenditures 4/2, 5/16
Interest Earned 4/31, 6/1
Sponsors 4/2
Transfers 5/23
Restrictive Endorsement 5/8

Retention and Disposal of Records:
Accounting Records, Supporting Documents and

Other Records 1/5, 4/21-22, 5/1, 8/3

Board and/or Principal Authorizations and Written Policies

and Agreements 5/1

Current Individual School Policy Manual 422

Custodian of Records 4/21

Disposal of Records 4/22

Extension of Retention Period 4/22

Original Source Documents 5/1

Payroll Records 4/21, 5/1

Preserved in Loca School 4/21
Returned Check Fees 4/31
Revenue:

Account Classification 712

Account Numbers 9/1

Budget, School Activity 4/35

Chart of Accounts 9/3-4, 9/9-12

Classification By Source and Subsource 712, 9/3-4

Expanded Reporting Levels 712

General Fund 4/1

26
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Miscellaneous Revenues/Recei pts 4/31-32
Operating Procedures 5/2-10
Restricted Fund 4/2
School Food Authority Fund 4/2, 8/1-3
Specified Purpose 4/31, 5/16
Revenues/Receipts - Collections:
Collections - General/Accountability 5/2-3
Collections - Operating Procedures 5/2-10
Collectionsfor Loca Board 4/33
Collections, Bookkeeper’s Recording of 5/9-10
Collections of Money by Cashier:
Other Procedures by Cashier 5/8-9
Receipt Procedures 5/7-8
Collections of Money by Teachers/Others:
Genera (Accountability)/Records 5/3
Records:
Collection Logs 5/4-5, 5/7
Prenumbered Receipts 5/4, 517
Recorded Counts Signed by Two Individuals 5/6-7
Ticket Reconciliations 5/5-7
Definitions:
Bookkeeper 5/2
Cashier 5/2
Day/Daily 5/2
Teachers/Others 5/2
Forms, Example:
Advertising Sales for Y earbook Profit Analysis Report A/8-10
Count of Collections Al23
Daily Collection Report Al24
Donation/Allocation Summary Report A/18-19
Fundraiser Profit Analysis Report A/5-7
Fundraiser Summary Report A/16-17
Prenumbered Recelipts A/20
Proposed Fundraising Activities Al4
Teacher Collection Log A/l21
Ticket Reconciliation Al22
Vending Profit Analysis Report A/13-15
Y earbook Profit Analysis Report A/11-12
Revenues/Receipts - Miscellaneous:
Donations 4/31, 5/23
Donation/Allocation Summary Report, Required 4/31
Extended School Program (ESP) 4/33
Forms, Example:
Donation/Allocation Summary Report A18-19
Grants 4/32, 7/6
Interest Earned on Bank and Investments 4/31-32
Property 4/18-19
Restrictions on Donations and Allocations 4/31
Returned Check Fees 4/31
Student Deposits and Fines Collected for the Board
of Education 4/33

27



28

Student Fees/Fee Waiver 4/32
Teachers Materials and Supplies Funds 4/32
-S
Safes, Use and Procedure 4/17
Salary Supplements 5/21
Sales Tax on Resale Items 4/28-29, 5/14
Salvage Drives 4/23
Sanctioned Athletic Programs/Events 4/2-3, 4125
Savings Account:
Combined Genera and Restricted Fund 4/31-32, 6/1
School Food Authority Fund 4/31-32, 6/1, 8-1
Graduating Class Balance 5/24
School Based Decision Making 1/2
School Employees 4/34, 5/21-22
School Food Authority Fund:
Accounting Records 8/3
Accounting, Separate Required 8/3
Application 8/1
Bank and Investment Accounts 4/31, 6/1
Banquets and Special Functions 8/1
Centralized 8/2
Change Account 8/1
Charge Policy 8/3
Chart of Accounts 9/11-12
Commodities 8/1-2
Concessions 8/1
Documents, Supporting 8/1-3
Financial Reporting 8/3-11
Fund Defined 4/2
Genera Rules and Regulations 8/1-3
Indirect Cost 8/3
Interest Earned on Bank and Investment Accounts 4/31, 8/1
Noncentralized 8/2
Operation of School Food Authority Fund 8/1
Petty Cash Account 8/1
Regulations, Funds Received 8/1-2
Retention of Records 1/5, 4/21-22, 5/1, 8/3
State Matching Funds 8/3
Utilization of School Food Authority Fund Money 8/1
Vending Machines 8/1
School Food Authority Fund Operating Procedures 8/1-3
Social Security 5/22
Sponsor of Activity:
Approval of Expenditures 5/12, 5/16
Budget Preparation 4/35
Sponsors:
Athletics 4/3
General Fund 4/1
Restricted Fund 4/2
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School Food Authority Fund
Source and Subsource, Revenue by
Staff Development
Standards and Approval, Audits
State Department of Education, Duties and Responsibilities
State Matching Funds (School Food Authority Fund)
Statement of Revenues, Expenditures, and Changesin
Fund Balances:
Account Codes
Chart of Accounts:
General Fund
Restricted Funds
School Food Authority Funds
Illustrative Financial Statements:
Genera and Restricted Activity Funds:
Combined - All Schools
Individual School:
Elementary School
High School
Middle Schoal
School Food Authority Funds:
Combined - All Schools
Stores
Student Body

Student Deposits and Fines Collected for the Board of Education

Student Fees/Fee Waiver
Student Fees Paid by Local Board
Sub-function, Classification
Sub-function, Expenditure By
Substitute Teachers
Supplies, School:

BEP Money

Local Board of Education, Duties and Responsibilitiesto

Provide

Inventory

Resale Activities
Supporting Documentation
Surety/Fidelity Bonds:

Corporate
Personal
-T-
Tax-exempted Purchases
Taxes.
Employee (Withholdings)
Income
Liability for
Sales
Teacher:

Collection Log

29

29

4/2
712,9/3-4
5/11, 5/19
2/1
3/5
8/3

91

9/3-8
9/9-10
9/11-12

7/8

7/18
7114
7/16

8/5

4/25, 5/2

1/5-6, 4/1, A/1-2
4/33

4/32

4/32

72

9/5-7

521

4/2, 4/32

3/1

4/18, 4/20
4/25-28

4/21, 5/1, 5/12-15

4/16
4/16

4/28-29, 5/14

5/21-22

5/21-22

4/28-29, 5/21-22
4/28-29, 5/14

5/4-5
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Count of Collections 5/6
Forms, Example:
Count of Collections A/23
Claim for Travel Expenses Al27
Prenumbered Receipts A/20
Purchase Requisition/Authorization Al25
Teacher Collection Log A/21
Funds Received By 1,7,5/3-7
Materials and Supplies Funds 4/32
Prenumbered Recelipts 5/4
Purchasing 4/34, 5/12, 5/16
Records 5/3-7,5/12-13
Salary Supplements 5/21
Substitute Teachers 5/21
Travel 5/19-20
Teachers Materials and Supplies Funds 4/32
Tennessee Bank Collateral Pool 6/1
Ticket Sales Accounting 1/5, 5/5-6, A/22
Transactions:
Cash Receipts and Disbursements Reports 7/5
Recording 5/1, 7/3-4
Transfers of Cash from Checking Accounts to Savings Accounts, etc. 7/3

Transfer of Funds:
Form, Example:

Authorization by Student Organization A/26

From One Account to Another 5/14, 5/23-24, 713

Graduating Class Balance 5/24

Prohibited 5/23

Transactions (Purchases/Reimbursements) - Not Transfers 5/14
Travel:

Conferences and Other Travel 5/19

Expense Claim 5/20

Form, Example:

Claim for Travel Expenses Al27

Travel Advances 5/19-20
Trial Baance 7/5
Trips, Class 5/19
TSSAA 5/22
-U-
Unauthorized Purchases 5/16
Unexpended Balances:

Graduating Class 5/24

Inactive Activity Group 5/24

Travel Advances 5/20
Uniformity:

Accounting Procedures 14,51

Forms 1/4,5/1
USDA:

Audit Procedures 2/2
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Commodities
V-

Vandalism, Loss From

Vaults, Use and Procedure

Vending Machines, Counters

Vending Machines — School Food Authority Funds
Vending Operations

Vendor Payment by Check

Voided Checks

Voided Receipts

Vouchers, Petty Cash

“W-

Walk-a-thons

Written Agreement:
Cooperative Activities
Fundraising and Resale Activities
Noncooperative Activities

-Y-
Y earbooks
Annuals (Y earbooks)
Forms, Example:

Advertising Sales for Y earbook Profit Analysis Report
Y earbook Profit Analysis Report

31

31

8/1-2

4/16

4/17

4/30

8/1

4/25, 4127, 4/30, 8/1
5/19

6/3-4

5/4

5/17-18

4/25
4/23, 5/1

4/27, 5/1
4/24, 5/1

4/27,5/4, 5/8

A/8-10
Al 11-12
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